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Agency 
City of Frederick 

Division/Unit 
Human Resources 

Item No Description Retention 

EEO Report 

2 

3 

4 

5 

7 

8 

9 

10 

OSHA Reports 

Employee Files, Active/Terminated 

Retirement History - plans, salary information, actuarial 

Health, Life Insurance, Disability 

Desk files (various) - flexible spending records, supplemental 
savings 

Reports - New Hires/Terminated 

Exit Interviews 

Appeals files - compensation appeals only 

Retirement plan valuations 

Retain EEO-1: Racial & Ethnic 
related permanently, transfer 
periodically to MD State 
Archives; Retain wage and age 
related for 3 years, then destroy; 
Retain EEO-4 for 4 years, then 
destroy 

Transfer to Safety Department 

Retain 3 years after employee 
terminates, then destroy 

Retain for 10 years, then destroy 

Retain for 3 years after mployee 
termination or 4 years after 
termination of plan, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for 1 year, then destroy 

Transfer to personnel file 

Retain 3 years after resolution, 
then destroy 

Retain 3 years after termination 
or 1 year after plan termination, 
then destroy 

Approved by Department, Agency or Division Representative 

Date V,\ 19V.Q\OLQQ\ 

Signature ^1?A^IM^ &7lS6z4*-J2^p~-^ 

Type Nam 

Title 

Jeanne Rockenbaugh 

Director of Human Resources 

Schedule Authorized by State Archivist 

Date JAN 0 8 ̂ 2 

Signature 
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Item No Description Retention 

11 Aetna Supplemental - account activity reports Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

12 HMO Files - contract, rates agreements Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

13 FSA files - billings, monthly reports Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

14 Basic life insurance - bills, reconciliations Retain 3 years and until all audit 
requirements have been met, 
then destroy 

15 Retirement Plan Screen annually. Destroy 
Material having no further 
fiscal, legal or operational value. 

16 Human Resources subject files - confidential files, 
advertising, job line, occupational health, telephone system, 
tracking software, web page, temp services, staff meetings, 
forms 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-152 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 3 of 7 

Item No Description Retention 

17 Recruitment Files - 1999 job announcements, advertisements 
placed, applications and resumes received, selected candidates 

Retain for 2 years, then destroy 

18 Employee Payroll Files Retain 3 years and until all audit 
requirements have been met, 
then destroy 

19 Wage Employee Statements - W-2s Retain 3 years and until all audit 
requirements have been met, 
then destroy 

20 Payroll Timesheets/Edits and Payroll Reports (by pay period) Retain 3 years and until all audit 
requirements have been met, 
then destroy 

21 Payroll Employee Information and Pay History Retain 3 years and until all audit 
requirements have been met, 
then destroy 

22 Training files - software vendors, templates, facility guides Retain until updated and 
superseded, then destroy 

23 Employee assistance program - vendor information, contracts Retain for life of vendor contract 
plus 4 years, then destroy 

24 Employee Relations dispute files Notify Legal Dept; if general 
dispute, retain until final 
resolutions or 1 year after 
Maryland L/A plus 1 year, then 
destroy 
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25 Employee Potential and Actual Cases Notify Legal Dept; for Title VII 
and ADA cases, retain until final 
disposition of charge or action, 
then destroy; for OSHA related 
deaths, retain L/A for 10 years 
or within 3 years of date when 
cause of death was discovered, 
whichever is shorter, then 
destroy; if accidental personal 
injury, retain L/A for 2 years; if 
claim is files, retain until case is 
satisfied, then destroy; If general 
grievances, retain until final 
resolution or 1 year after MD 
L/A, plus 1 year. 

26 Policy revisions Retain all versions/revisions for 
most recent 10 years, then 
destroy 

27 Tuition assistance Retain for 3 years, then destroy 

28 Affirmative action plan Retain until updated or 
superseded, then destroy 

29 Task team and Committee Meeting minutes Retain for 5 years, then destroy 

30 Budgets, copies Retain for 2 years, then destroy 

31 Subject files Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

32 
HR Safety: 
Industrial Hygiene Monitoring Results - Hazard Control Retain for 40 years, then destroy 
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Item 
No. Description Retention 

33 DOT Driver Qualification Files Retain while active plus 3 years, 
then destroy 

34 Drug/Alcohol Test Results Retain 5 years and until all audit 
requirements have been met, 
then destroy 

35 Hazard control Retain for 40 years, then destroy 

36 Safety Motivation programs Retain for 10 years, then destroy 

37 Budget Retain 3 years, then destroy 

38 Correspondence Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

39 City procedures Retain until updated or 
superseded, then destroy. 

40 Alphabetic filing Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 
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No. Description Retention 

41 Accident/Incident reports Retain 5 years following the 
year to which they relate, then 
destroy 

42 Government regulations Retain until updated or 
superseded, then destroy 

43 Workers' Comp - check copies, first report of injury, 
notification of claim letters, benefits response to employee, 
employee's statements 

Retain for 5 years, then destroy 

44 CDL Licensed Drivers Retain while active plus 3 years, 
then destroy 

45 Developing projects Retain until developed, then to 
Programs, Policies, Procedures 
or Guidelines. Update manual 
as needed. 

46 Safety Training Retain for 3 years after 
employee termination, then 
destroy 

47 Health, CPR - training, tests Retain until updated or 
superseded, then destroy 

48 Hazard materials information Retain MSDS for 40 years after 
discontinued use of specific 
chemical, then destroy 

49 Catalogs Retain until updated or 
superseded, then destroy 

50 Innoculations Retain for 30 years, then destroy 
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Item 
No. Description Retention 

51 Record keeping Statistical reports - retain for 3 
years after resolution of 
incident then destroy; OSHA 
logs - Retain in HR for 5 years 
following the year to which 
they relate, then destroy; 
meeting minutes - retain for 4 
years, then destroy; Workers' 
Comp checks received - retain 
for 5 years, then destroy; 
manifests (medical) - retain for 
30 years, then destroy; 
investigations - retain for 10 
years, then destroy 
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_ Screen annually. Destroy material having no 
c further fiscal, legal or operational value. Retain 

permanently any material that serves to document 
^ the origin, development and accomplishments of 

the department. Transfer periodically to the M D 
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Screen annually. Destroy material having no farther 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin, 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 
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Screen annually. Destroy material having no farther 
p fiscal, legal or operational value. Retain permanently 

any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 


























